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Chapter 1. Working in Daily Time Entry

Overview

Introduction The IFAS Daily Time Entry class (DTE) includes explanations and activities
to prepare users for completing employee time entry and the associated
reporting tasks.

Objectives After completing this chapter, the participant should be able to:

1. Identify the flow of the DTE payroll process.

2. ldentify exception classifications.

3. Identify the components of the DTTMPOST screen and their
functions.

4. ldentify two ways to display Employee Hour Balances

5. Complete the DTTMPOST screen for given scenarios.

6. Be familiar with DTE screens.

Contents This chapter contains the following topics:
Topic See Page
Flow of the DTE Process 5
CSDTTM Procedures 10




Flow of the DTE Process

Introduction

Overview of
Data Entry

This section includes an overview of the DTE process with attention to
CSDTTM.

A final authorized daily time entry report must be complete in order for an
employee to be paid. The first step for achieving this goal is for the DTE
clerk to complete the Pay Period Time Posting (DTTMPOST) screen. This is
accessed with the CSDTTM mask. Pre-posted hours (hours expected of the
employee) appear on this screen under the Schd column. When changes are
needed, enter the actual hours in Hrs column and the type of time taken in the
Tp column for the corresponding day. This will override the pre-posted
hours.

Pay Period Time Posting Screen DTTHPOST Train A
2008

n.ul-i BANKS, TYRA M ID fLooo23 Hire i2/11/2007 [ 0 RE
Period 0801040 Pos B1)E060001 Dept P11 Div B110 cal f0-8-5  Pay fi00 Bal? [
ovr Day Date Schd Hrs Tp | Hrs Tp Hrs TP Hrs T Ttl
[ EaT p2/02/2009 i [ [ [

[ bun p2/03/2008 [— O 81 BT BT B [

[ hon p2/04/2008 [0 W [ [ [ [ R EX
[ fuE p2/05/2008 a0 W [ [ [ [ [ [&.0
[ REp pz/o6/20p8 [s.0 W [ [ [ [ [ [®8.0
[ [mu pz/07/20p08 s0 W [ [ [ [ [ [®&.0
[ FR pz/08/z0ps | Fo W [ I [Eo
[ EBAT p2/03/20p8 | R
[ fp2/morzoge | .
[ pon p2/11/2048 8.0 | 8.0
[ e p2/12/2008 e 0 W [ [ [ [ [ [®.0
[ WeEp p2/13/200% [0 W [ [ [ [ [ [s.0
[ fHU p2/14/2008 g0 W [ [ T [ [ [&.0
[ FRz [pz/15/2008 ok [ [ [ [so

Fig 1 Pre-Posted Hours and Type of Hours
Enter up to four changes in hours. For a full time employee, the total (Ttl)
must account for 8 hrs or more.

Note: Part time and retired personnel do not have pre-posted (Schd) hours.

Continued on next page




Flow of the DTE Process, Continued

More about
DTTMPOST

Time Posting

The DTTMPOST screen (see figure 2) is composed of:

e Header information specific to the employee

e A time table with dates in a pay period and headings
e A funeral code

e A status classification

e The total hours for the employee for the pay period

In order for an employee to get a full pay, he/she must meet required times for
the pay period. Most employees are paid bi-weekly for a 40 hour work week
composed of five eight-hour days. This is represented as 40-8-5 in the Cal
(calendar) field on the DTTMPOST screen.

Pay Period Time Posting Screen DTTHPOST Train A
I 2008

Name BECERRA, ANTHONY ROY Ip fLoo1s1 Hire 11/09/2007 [ 0o pE
Period 801040, Pos 0306068001 Dept P11 Div B110 cal f0-8-5  Pay [00 Bal? |
Oovr Day Date Schd CV Hrs Tp M Hrs TF Hrs Tp Ttl
[T bat p2/02/2008 [ [ [ [ [

[T Bun pz/03/2008 [ [ [ [

[ pow p2/04/2008 [8.0 [ [4.0 fF [4.0 F | H | [ [&.0
F mue pz/os/2008 [8.0 [ [z.00 W | [ [ [ [s.0
[ WEep p2/06/2008 [8.0 [  [8.0 F | [ ] [ [ [&s.0
[| muu p2/07/2008 [8.0 [  [8.0 k' [ [ [ [s.0
[T Frz pz/0s/z008 [8.0 [ | [8.0 R [ [ [ [&.0
[T EBat pz/09/2008 H B B [ [ [

[T Bun pz/10/2008 H Bl m [ [ [

[ fow pz/11/2008 [8.0 [ [8.0 B [ [ [ [ [ [ [0
[T frue pzsiz/z008 [8.0 [  [8.0 W 0 [ | [ [ [s.0
[ kep pz2/13/2008 [8.0 [ [8.0 W | [ [ [ [8.0
[I au p2/14/2008 [8.0 [  [8.0 R [ [ [ [s.0
[I FrT pz/15/2008 [8.0 [ | [8.0 W [ [ [ [&.0
Funeral Code ﬁ Brother Status Entumadiate Total Hrs | 80.0

Help | Delete | 0ptmns| Screen | Browse Prev | Hext I Add [ Exit |

Fig 2 DTTMPOST Screen, Calendar field
Each employee’s timesheet, a legal document, is his/her record of work and it
shows the distribution of hours. Examples of hours include accumulated
vacation time, comp time, floating holiday, and sick time. All time off must
be classified in some way and the sum of the hours per week must be 40 or
more for full time employees. If the employee does not have hours available,
the time is classed as X or docked time, for which he/she does not get paid.

Continued on next page




Flow of the DTE Process, Continued

Exceptions When you receive an employee’s timesheet, it is critical to process it
accurately. Note the days where exceptions occur; that is, days when he/she
worked less or more than the pre-posted (scheduled) hours. On the
DTTMPOST screen, record the hours and type for each day that varies from
the scheduled (or pre-posted) hours.

Fay Period T&me Posting Screen MPOST
F 2008

o [EMITH, ROBERTA MARIE 1D [L00191 Hire [[0/03/2007 [ 0 RE
iod 0801040 ros [B116068013 Dept [BIL Div 0000 cal @0=8-5 | Fayv @00 Balz [[

[ AT [02/02/2008 [ [ [ ] [l

[ [pun [02/03/2008 [ [ [ [ [l

[ pon [02/0472008 [8.0 [ [8.0 R [ [ [ [8.0

F [UE [02/05/2008 [8.0 [ [8.0 R [ [ [ [8.0

[ [EC [02/06/2008 [8.0 [ [8.0 [ [ [ [ [8.0

[ [H0 [p2/07/2008 [8.0 [ [8.0 [ [ [ [ [8.0

[  [FRI [p2/08/72008 [8.0 [ [8.0 W [ [ [ [8.0

[ [BAT [02/09/2008 [] [ | [ [ [l

[ [pun [02/10/2008 [] [ | [] [ [

[  pon [p2/i1/2008 [8.0 [ [8.0 [ ] [ [~ [8.0

[ [UE [p2/1272008 [8.0 [ [8.0 [ ] [ [~ [8.0

[ [EC [p2/13/72008 [8.0 [ [8.0 [ [] [ [ [8.0

[ [HO0 [p2/1472008 [8.0 [ [8.0 [ [] [ [~ [8.0

[  [FRI [p2/15/2008 [8.0 [ [8.0 [ [] [ [~ [8.0

Delete Optionsiiiscreen EZEIEE Rdd
Fig. 4 The DTTMPOST screen
To record time exceptions, you must pull up the employee’s record. You
cannot create a record without proper security.

Continued on next page




Header Information on CSDTPOST

Y shows
Position Number
Pay Period Time Posting Scree{ m S
1070372007 of hours
Pel 01040 116063013 E"'

000 0- -5

|' Eozozzoos|_|_|_ :ipp
F e gg ,343 ggg: % IE Department Division |
[ [OE p2705/2008 [8.0 [ [%B: ml Calendar represents the
[ [ec pzjoej/zo08 [80 [~ [B6 W [ [T [ [C number of hoursper
/ ;3‘3 g — i . week, number of hours
0801040 = C per day and the number of
Calendaryear 2008 --- 08 :0 E — = daysper week.
Bi-weekly pay cycle --- 01 Rl el ol sl ol sell nl T
Fourth pay period of the year --- ;—3 E:: — - — - — ,': %
04 TR TN [ I i D (R B N
Regularpay period — R s

\_ -/

Fig. 5
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CSDTTM Procedures

Steps for To begin posting hours, follow these steps:

posting

Step

Action

1.

Type CSDTTM in the TypeAhead/History Box on the Explorer
view, or open it with the menu tree in the Explorer view. Press
Enter.

Press F5 or F6 to page to the desired employee. Or, press F3 to
display the options dialog box, and with the cursor blinking over
Select New, press Enter. The screen has no data.

Note: Unlike other IFAS screens, the CSDTTM screen cannot be
in the Add mode. F7 does not change the screen to ADD.

To search for the employee, tab to the Name field and type the
last name of the employee followed by the wildcard symbol *.
Press Enter. The screen displays the record of the persons with
the last name that was entered. If there is more than one person
with that name, the record sequence will be in alphabetical order
and you can “page” through by pressing the F6 or F5 keys.

Note: You can enter the employee ID in the ID field to return that
employee only .

The cursor is in the Period field. More information on this field
follows in the chapter, Supplementary Payroll Types.

Tabbing takes you to the Bal? field. Entering a Y in the field
takes you to the Leave Hour Balances screen. This give the
balance of leave classifications for this employee.

Tab to the next field, CV. This field designates county cars or
vehicles issued to the employee. C is for car; V is for a vehicle
other than a car.

Tab to the first Hrs column of pre-posted hours. Initial time is
coded with W for worked hours. Using the employee’s timesheet,
and if there are exceptions to the eight hours of work, change the
hours accordingly and tab to the Tp column to enter the exception
code. Press F1 to display a pick list for exception codes.

Continued on next page
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CSDTTM Procedures, continued

Steps for
posting
(continued)

Step Action

8. Continue making changes for each day as necessary with the
Hours and Type codes reflecting how the employee’s time was
spent. There is a total of four columns for exceptions.

9. When you have completed the entries, press Enter in order to
save the changes. You can press Enter at any time to save the
record. F8 takes you out of the screen.

10. | After saving, press F3 to display the options dialog box. Arrow to
Select Refresh and press Enter. The record will display with the
changes. The * in the Ovr. Column will appear to indicate that a
change has been made.

Pay Period Time Posting Screen DTTHEOST Train A
2008
NWame EMITH, ROBERTA MARIE ID flon19l Hize flo/03/2007 [ 0 pE
Feriod JE01040 Pos (116068013 Dept P11 Div 000 .cal H0-8-5 | Pay 00 Bal? |
ovr Day Date Schd CV Hrz Tp Hraz ]%p Hra TF Hra Tp Ttl
[ Ear p2/02/2008 u r [ n o
[ Eum p2/03/2008 e
—» [F bhow pzsoaszeos [eo [ (oo W [ [ [ [ [ [ 9.0
[ fwe pzsosszeo (8o [ (2o W[ [ [ ([ [ [ [=0
" fED pz/oeszo0 [s.0 [ (2o W[ [ [ ([ [ [ [=.0
[ v pzrovs200e (80 [ [0 W [ [ [ [ [ [ &3
[ Fex pz/osszo08 [s.0 |  Jso W[ [ [ [ [ [ &%
" Eam pziosszeos [ o r—
[ Bum pzswovzees [ [ [ [ [ I I I
[ hon pz/rszees [s.e [ [z W O[T [ [ [ [ [ [&.%
" e pz/siz/zeee [s.0 [ [zo W [ [ [ ([ [ [ [=.0
[ ke pz/as/zoes [eo [ [s0 W [ [ [ [ [ [C o
[ v p2/ie/z008 (80 [ [s0 b [ [ [ [ [ [0
[ Fex p2/1s/2008 (8.0 [ [s0 B [ [ [ [ [ [s0
Funezal Code [ | Status Fosted Total Hrs [ 81.0
Help | Delete | options] Screen | Browse Frev | Hext | Add | Exit |

[Pay Period

Fig. 7 A completed DTTMPOST screen

Continued on next page




CSDTTM Procedures, continued

Posting
Exceptions
Example

An employee’s timesheet shows the following:

Day Hours Type
Monday 8/7/06 4 W
4 V
Tues 8/8/06 8 W
Wed. 8/9/06 3 wW
5 B
Thurs 8/10/06 8 W
Fri 8/11/06 7 W
1 A

The hours for this week total 40. This person is on a 40 hour per week, 8
hour per day and 5 days per week calendar (40-8-5). You would record the
hours as follows in Fig. 8.

1y [NIXON, RICHARD MILLHOUSE D [FE5I55555 ) Hire [05/08/2

period [0B0LL70 Fos [3116068014 Dept BIl Div B1l2 cal @0-8-5

[ BAT [08/05/2006 | N I 0 B B
[ BN ps/oe/zo0e [ [~ [ [ [ [ [ [ [
[ Mon [o8/07/2006 [8.0 [ [4.0 W [4.0 W [ [ [
| fuE ps/os/z006 [8.0 [ [8o0 W [ [ [ [ [
[ [EC [08/09/2006 [8.0 [ [3.0 W [5.0 B T
[ [HU [08/10/2006 [8.0 [ [8.0 [ [ -
[ [FRI [p8/11/2006 [8.0 [ [7.0 W [1.0 B [ [ [
[ [EAT [08/12/2006 — &
1 et e a2 fonng | I o S N e B P S P R D B

Fig. 8 Portion of DTE Screen

Continued on next page
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CSDTTM Procedures, continued

Employee Hour
Balances

In the above example, let’s say the employee, Richard Nixon, did not have
any comp time (A). The system will not prevent you from posting comp time
hours in excess of what the employee has. However, this error would occur,
“A” hours exceed the beginning available Comp balance. For vacation
and ill hours, this error occurs if the employee doesn’t have enough to make
up the time: “I” or “B” hours exceed available sick balance. Update to
cluster DTTMPOST failed, where | is sick time and B is family sick time.

To find the Employee Hour Balances, type “Y” in the Bal? field on
DTTMPOST. This launches a popup window showing a summary of hours.
Or, go to the mask, CSDTHR to see the balances.

13




CSDTTM Procedures, Continued

Funeral Leave  If the employee is taking a funeral leave (see the figure below), place an F in
the type field. After entering the type, tab to the Funeral Code field. Press F1
for a pick list of the eligible relationships. Only the funeral of an immediate
family member is eligible for exception hours. Refer to the County Employee
Handbook for more information about the allowance. The employee
indicates the relationship of the deceased on his/her timesheet.

ALVl

Hzme [NIKON, RICHBRD MILLHOUSE D 55155555 Hir- 0570872006 [ 0 RE
riod [0EOLLT0 Po- [B116068014 Dept BII Div BII2) Cal @0=8=5  Prayv @00 Ealz |
[ ERT p8/05/2006 | ] T
| [EUN [08/06/2008 B T e
[ MON p8/07/2006 [8.0 [ [4.0 W [40 W [ [ [ [ [8&0
[ [OE [p8/08/2006 [8.0 [ [8.0 W [ [ [ [8.0
[ WEC [p8/0%/2006 [8.0 [ [3.0 W [5.0 B [ [ [ [ [&%0
[ M ps/io/z006 [8.0 [ [8.0 W [ [ [ [ [ [ [&70
[ [FRT [p8/11/2006 [8.0 [ [7.0 W [IT.0o R [ [ [ [ [8.0
[  [BAT [08/12/2008 Il T T~ T
[ [FUN P8/13/2008 = [ [ [ A — [ [ [
[ MON P8/i4/2006 [8.0 [ [ [ [8d F [ [ [ [ [&%0
[ [OE P8/i5/2006 [8.0 [ [8.0 W [ [ [ [ [ [ [&%0
[ WEC p8/ie/z006 [8.0 [ [80 W [ [ [ [ T [ [80
[ [ ps/ai/zooe [8.c [ [80 W [ [ [ [ [ [ [®&©0
FW'H_'HF_F____H

re-Posted 80.0

Funeral Code BR [Brother Status lotal Hrs P
pelcte Movtionsfliscreen IS Ao [l Exit

Fig. 9 Funeral Leave
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Chapter 2: Supplementary Payroll Types

Overview

Introduction Supplementary Payroll Types are those that are recorded because a deadline
for reporting time data has passed. There are two supplementary payroll
types, the first and the second.

Objectives After completing this chapter, you will be able to:
e Define supplementary payroll.
e Identify how to indicate Supplementary Payroll Types in the Period code.

Contents This chapter contains the following topics:
Topic See Page
Indicating Supplementary Pay Types 16
Supplemental Pay Type Errors 22




Indicating Supplementary Pay Types

Interpreting the A seven digit Period code appears on the DTTMPOST screen just below the
Period Code name of the employee. The last digit in this code designates pay types. Zero
represents a regular type. If the digit is 1, the DTTMPOST is describing the

first supplementary pay type; if the digit is 2, the screen describes the second
supplementary pay type.

Look at the components of the Period code below.

08 01 04 0

Year
Pay
Cycle
Pay
Period

Payroll
Type

Fig. 10 Pay Period Code Components

Components There are four components to the Period code. The code is populated by the
system for each employee. The first one is the two digit year for the time
entry. The next three components are as follows:

e Pay Cycle — 01 and 04 represents a biweekly pay (04 is used for 911

employees); 03 represents monthly pay; 02 is used for retired employees;
and, 05 is for election workers.

Continued on next page
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Indicating Supplementary Pay Types, Continued

Components e Pay Period — this two digit number represents the pay of the year. There are
(cont’d) 26 pays per year for biweekly employees and 12 for monthly employees.

e Payroll Type — this single digit number represents the type of payroll:
regular (has met the initial deadline for submission) is designated by a zero;
the first supplementary pay (has met the next deadline for submission) is
designated by a 1; and a second supplementary pay (has met the second
deadline) is designated by a 2.

Practice Interpret these Period codes for an employee. Remember that there are 26
pay periods for biweekly employees.

0802090
0801221
0801142
0803050

Find the answers on the next page.

Continued on next page
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Indicating Supplementary Pay Types, Continued

Answers
0802090 — The year 2008, for retired employee pay, the ninth pay, regular
pay type

0801221 — The year 2008, with biweekly pay, the 22" pay, first
supplementary pay type

0801142 — The year 2008, with biweekly pay, the fourteenth pay, second
supplementary pay type

0703050 — The year 2007, with monthly pay, the fifth pay, regular pay type

18




Indicating Supplementary Pay Types, Continued

Biweekly Time
Report
Schedule

Each year, a schedule is published that identifies the deadlines for
authorization of DTTMPOST. Authorization is completed on a screen that
will be described in the next chapter.

A Biweekly Time Report Schedule is an important tool to use for DTE. It
may also be referred to as the Time Report Cutoff schedule. It is an important
document for time entry. It can be found at
http://www.aud.hcintranet.net/payrollschedules_forms.aspx

BIWEEKLY TIME REFORT SCHEDULE FOR 2010- 2011 AFFROVED  &/17/2009

The below dates are best estimated dates
Dates are subject to change if circumstances deem necessary

[FAY FERIOL] BEGINNING | EMDING | FAYROLL|FAYROLL] SUFFL. | SUFFL. | FAYDAY |
CODING DATE DATE | MAINT. | AUTH. 1 2
AUTH. AUTH.

[ 1210108 | _01/01710 | 1212808 | 0104110 007110 _|

1001011 1218909 01/01/10 011310 012110

1001012 1211809 01110 01r2ifno 21410

Fig. 11 Sample Schedule
If you do not receive a timesheet for an employee until after the regular
payroll authorization deadline or there must be a change to the submitted one,
change the last digit on the Period code. The number will be either 1 or 2,
depending upon the date when the authorization takes place. Refer to the
Biweekly Time Report Schedule to determine which Supplementary type you
need.

To interpret the schedule above, you must look at authorization dates. These
dates show which supplementary code to include on the Period code.

Continued on next page
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http://www.aud.hcintranet.net/payrollschedules_forms.aspx

Indicating Supplementary Pay Types, Continued

Interpretation
of the Biweekly
Time Report
Schedule

Refer to Fig. 11. If the DTTMPOST screen is posted and authorized by
1/4/10, the employee will receive his/her pay on 1/7/10. This is a regular pay
type and is designated by a O at the end of the Period code. If authorization
takes place after the 4™ and on or before the 13", the employee receives
his/her pay on 1/21/10. You would enter the Period code ending with 1. If
the authorization takes place after the 13th but on or before 1/27/10, the
employee would be paid on 2/04/10. For this instance, enter the Period code
ending with 2. If the timesheet is turned in after 1/27, Commissioner’s Court
must approve the pay.

After entering the appropriate classification, save and press F3 Select
Refresh to return to the updated record.

Continued on next page
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Indicating Supplementary Pay Types, Continued

Action

Steps for

Posting Step
Supplemental 1.
Pay

For those personnel who turn in their timesheet after the original
date, you will have to change the Period Pay Type from the
Regular classification. Type the mask CSDTTM into the Type
Ahead/History Box and press Enter to access the Pay Period
Time Posting screen.

Press F3. The cursor will be on Select New. Press Enter.

To search by example (Query by example, QBE), type the
employee’s last name followed by a wildcard symbol (*) in the
Name field. Press Enter. To conduct a more specific search, use
the Employee ldentification number.

After bringing up the employee, observe the 7-digit Pay Period
Code in the Pay Period field. Change the zero to 1 for the first
supplemental or 2 for the second supplemental pay.

Tab to the Hrs and/or Tp fields and make any changes that are
necessary, as normal. Press Enter to save your changes.

Press F3 and tab to Select Refresh. Press Enter to display the
saved record.

Continued on next page
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Supplemental Pay Type Errors

Overview

Steps for
Deleting
Supplemental
Classification

It is possible to create a supplementary pay type in error. If for any reason
you choose to delete any supplementary pay types, perform the following
steps before preparing CSDTER.

Step Action

1. | From the Explorer view, type the mask CSDTSP in the
TypeAhead/History Box or use the menu tree and press Enter.
A list of those employees with supplemental pay periods
displays.

ks

Supplemental Pay List DTSELIST Train A

Department Ell Division E11o

Name ID Period Begin End
EANG, SHERRY 1100044 PE01071 P3/18/2006 P3/31/2006
ERUCE, ALENA MARY 100130 601071 03/18/2006 P3/31/2006
ITACKSON, TERRY 100173 601071 P3/18/2006 P3/31/2006
ROOT, ROEERT EARL 100087 D601071 P3/18/2006 pP3/31/2006

2. | Tab to the employee you want to delete and press F2.

3. | A prompt box asks for confirmation of the deletion. Typea Y
to confirm; N to cancel. Y indicates that the changes that you
made to that employee’s timecard by initiating the supplemental
pay period will be deleted. An N cancels the process.

Please Verify Delete

De you wish to DELETE this record? {‘!‘}.

4. | After pressing Y, the screen returns to the Explorer View.

o

Double-click CSDTPOST to return to the data entry screen.
The changed code should appear in the Period field as 0 or a
regular pay.

Note: if you have made a deletion in error, complete another
supplementary pay procedure for the employee.

22




Chapter 3: Security Definition

Overview

Introduction This section of the document lists the procedures for defining security in

DTE.
Contents This chapter contains the following topics:
Topic See Page
Setting up Access 24
Deleting Security Access 28




Setting Up Access

Introduction

Tasks in
CSDTSD

Department
definition and
security
manager

Only DTE security personnel in each department will have access to the DTE
security definition screen (CSDTSD).

The CSDTSD screen allows the following abilities:
e Inquiry about employee and group time

e Posting of employee time

e Definition of groups and equipment (not used)

e Producing form 132 reports

¢ Authorization of time cards

The above capabilities can be defined at the department level; employee time
posting, time inquiry, and form 132 can also be defined at division level.
Within DTE, the security manager is authorized to access all screens.

At the discretion of the security manager, supervisors may have an “inquiry
only” capability.

DTE Clerks can be allowed to update and access all screens within DTE, or a
limited number of them based on their security settings.

Continued on next page

24




Setting Up Access, Continued

Procedures for
Setting Access

Step Action

1 Type CSDTSD in the TypeAhead/History Box and press Enter.
Your cursor appears in the department field.

2. Tab to the Division field on the second row and type the division
number, if applicable. The department defaults. If a clerk enters
time for multiple divisions within the department, the clerk must
have authorization for each division.

3. Tab to the User ID field and type the user ID of the employee who
IS being given the security access. This is a required field.

4. Tab and the Name and UNIX ID fields will be populated.

5. Tab to appropriate authorization fields. Type Y in the fields as

needed.

DTE Security Definition Screen

01

= r I crpeot [l Fru132 [ r I =cpvet I
— s —

B Euoest W M Groest [ Fru1sz [l Auchoc [ r =

= r r W ersz [l Auseoc [ e

B zooeot W W croest [l Fro132 [ r r m

Fig. 12 Security Definition Screen

Note: The following classifications are not used:

Grpinq
GrpPst
GrpDef
EgpDef

See the following table for definition of other fields.

Continued on next page
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Setting Up Access, Continued

CSDTSD Fields

Field Name Description
Emplng Employee Enter Y for yes and leave blank for
Inquiry no to indicate if this user will be
allowed to inquire on employee time.
EmpPst Employee Post | Enter Y for yes and leave blank for
no to indicate if this user will be
allowed to post employee time.
FRM132 Form 132 Enter Y for yes and leave blank for
no to indicate if this user will be
allowed to generate Form 132
Reports. This does not include the
Final 132. The user must have the
AuthTC flag set to produce final
132s.
AuthTC Authorized Enter Y for yes and leave blank for
Time Cards no to indicate if this user will be

allowed to authorize the time cards
and produce Final 132 Reports.

Table 1
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Setting Up Access, Continued

Procedures
(continued)

Step Action

6 To enter additional DTE Inquirers and DTE Clerks to the security
definition screen, use the tab or arrow keys to the next row and
repeat steps 2-5. After all entries have been made, press Enter to
save.

7 Press F3 and tab to the Select Refresh option. This displays the
records you have just created in the Browse mode. Use the F6
and F5 keys to move through the records.

8 Press F8 to exit the Security Definition screen.
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Deleting Security Access

Deleting
employees’
access

Notification

Step Action

1. Type CSDTSD in the Type/Ahead History Box. Press Enter.

2. The screen will display in the Add mode and the department
number will automatically populate the department field. Press
F7 to switch to browse.

3. To delete access to specific screens, tab to the field that contains a
Y and press the space bar.
To delete all security authorizations, tab to the User ID fields on
the employee that you wish to delete and press F2 while in the
Browse mode.

4. Press Y and then Enter to accept the deletion.

5. Press F3 and Select Refresh to view changes.

6. Press F8 to exit and return to the Explorer view.

If removing all access, remember to contact the systems and procedures
department of the Auditor’s office to delete the security access to IFAS and
TRIAD levels of security as well as deleting the user level security.
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Chapter 4: Payroll Authorization

Overview

Introduction This section focuses on the last portion of DTE, the authorization of payroll.

Obijectives You will know how to authorize an employee’s payroll and complete five
DTE reports.

Contents This chapter contains the following topics:
Topic See Page
Authorization Process 30
The Final Form (Authorized) 39
CDD Reports 40




Authorization Process

Introduction

Preliminary
Report 132

The Authorization process includes running these reports:
e Preliminary 132

e Error

e Final (unauthorized)

e Authorization

e Reprint

A Preliminary report must be generated for each regular and supplemental
pay period. To generate the report, use the mask, CSDTRE. Enter data in
the prompt box including:

e Sort order. Specify A for alphabetical order or D for the default order.

e Period. Specify the period (year as YY, pay cycle, pay period, and type).

e Type of 132 Report. Choose Preliminary Form 132 Report.

e Type of Selection. Specify all time cards, an individual record or all
changed time cards. If you select the Individual Time Card, another field
will display asking for the ID number of the record.

e Department Number and Division number.

e Line Printer settings. By clicking Edit, you will see the printer code that
identifies the IFAS printers. Be sure that both printer fields are completed
with the correct identity. “Terminal” indicates the display is on screen.

k. Insight x]
[#]X] =| BRuwinBackgound Specials

Ener Sort Dicher for 132 Fleport (Alpa/Dedsult] [D

Enler thee Petiod a2 Yeclll [v'=rez, ce=Pay Cpele. lll=Mumbe)

Enter the Type 132 Report
(=) Prefiminary Formn 132 Fepost () Final Form 132 Repot

Enter Type of Selaction
(=) All Time Cards: () Changed Time Cards
) Indivicsal Time: Card
Enber the Depatment Mumbes

Enter the Division Murber [Dptional] |

Curent Line Printer Settings. Coples: 1, Device: TERMINAL, Prioiity: 8 | Edit

Fig. 14 Dialog Box for Report 132

Continued on next page
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Authorization Process, Continued

These are the steps to follow for the form 132, the Preliminary report.

Action

Type the mask CSDTRE into the TypeAhead/History Box and
press Enter, or use the menu tree to open the mask.

The Default (D) in the Enter Sort Order for 132 Reports will
sort all employees in the department by their assigned GL keys. If
you want all of the employees in the Department to appear on the
report in alphabetical order, change the D to A. Type the 7 digit
Pay Period Code in the Enter the Period as YYCCIII field. This
code is listed in the first column of the payroll cutoff time’s
schedule. The code varies with authorization dates.

Leave the radio button at the default for the Preliminary Form 132
Report (see Figure 11 above ). Depending on your security
clearance, you may be able to generate both the Preliminary and
the Final Reports . So be sure that the radio button is marked for
the Preliminary report. Remember, once the Final 132 Report is
generated, it closes the pay period and no more changes can be
made to that pay period except through a supplemental pay
posting.

Steps for
Preliminary Step
reports 1.
2.
3.
4.

Leave the radio button at the default for All Time Cards. After
the first Preliminary132 is generated the Status field on CSDTTM
will change from Posted to Intermediate for all records

If you select the Individual Time Card button, another prompt
field will pop up on the dialog box for you to enter the employee
ID number. Up to six individual employee ID's can be entered in
this field (see below).

3 X X
ll zl [] Fun in Background Speclal'l
Enter Sort Dider for 132 Repot (Alpa/Delaut) [0 =

Enter the Pencd a3 oclll (7= ear, co=FPay Cycle, Ill=Humber]

Enter the Type 132 Report

(%) Prefiminasy Formn 132 Repedt ) Final Forrn 132 Repoit

() Changed Time Cards /

Enler up bo siv employee |0 numbers [separsted by commas) |

Enter Type of Selection
() Al Time Cards

P | & individual Time Caed

Eriter the Departmeart Mumber

Enar the Drvizion Number [Optional)

Fig 15 Individual Time Card Dialog Box

Continued on next page




Authorization Process, Continued

Steps for
Preliminary
report
(continued)

Step

Action

Tab to Enter the Department Number field. Type the
Department number. If you want to limit the calculation to a
particular division, enter the Division number in the optional
Enter Division Number field.

Make sure that the Run In Background field has no check mark
in it. Also check the Current Line Printer Settings to make sure

that the correct printer is selected. Click on the Green Check to
launch the report.

Continued on next page
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Authorization Process, Continued

Initial Steps in ~ Before the final reports are generated, Preliminary 132 Report and an Error

the Report must have been completed. You may generate these as many times as
Authorization  npecessary to correct mistakes. However, at least one Preliminary 132 and one
Process Error Report must be in place before running the Final Form Unauthorized.

Run an error report with the mask, CSDTER. This report lists any errors that
occurred with the hourly entries. The prompt box includes fields for:

e Pay Period

e Department number

e Printer settings

!I EI E‘D?“ inBackground  Specialw

Erdes the Penod a: Yy'cclll [v'sYea, cosPap Cocle, lllsMumbe)

Ertes the Department Murmber |

Cuararit Line Printes Sattings, Copies: 1, Davice: 292TANTC, Priaity: 8 | Edit ]

Fig. 16 Dialog Box for Error reports

Continued on next page
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Authorization Process, Continued

Process Steps
(Error report)

Step

Action

Type the mask CSDTER into the TypeAhead/History Box and
press Enter.

Type the 7-digit Pay Period code in the Enter the Period as
YYCCIII field This code is listed in the first column of the
Payroll Cutoff Times Schedule (see page 19) This denotes that all
records with this Pay Period will be printed.

Tab to the Enter the Department Number field and type in the
Department number.

Make sure that the Run in Background field has no check mark
in it. Also check the Current Line Printer Settings to make sure
that the correct printer is selected. Click on the Green
Checkmark. The report automatically gathers the errors for the
selected pay period. After reviewing the errors you may return to
the CSDDTM screen and make any changes necessary. Run
another Preliminary 132 and Error Report if you make any
changes.

Continued on next page
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Authorization Process, Continued

Final Form 132 After you have reviewed the preliminary 132, the error report, corrected the
Unauthorized errors (as needed), and run an additional error report and preliminary 132, it is
time to run an unauthorized final form.

Note: Data entry personnel do not usually authorize.
{Q Insight - Hamis County Training - [Exploter]
] —| —

€ Insight

3 SA: AIM Regstrer's Information
d ST- STS Student Tape System
] TD: TRIAD Modules
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Fig. 17 The Prompt Box for the Final 132 Report

Continued on next page
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Authorization Process, Continued

Process Steps
(Final
Unauthorized)

Step

Action

1.

Type the mask CSDTRE into the TypeAhead/History box and
press Enter.

2.

Leave the default D in the Enter Sort Order for 132 Report.
This will sort all employees in the Department by their assigned
GL key. If you want all employees to appear in alphabetical
order, change the D to an A. Type the 7-digit Pay Period Code in
the Enter the Period as YYCCIII field.

Select the radio button for the Final Form 132 Report. If you
have security clearance to generate both the Preliminary and Final
reports, be certain that you are ready to close the pay period when
you switch to the Final Form 132 Report button. Once the Final
132 Report is generated, it closes the pay period and no more
changes can be made to that pay period except through
supplemental pay posting.

Tab to the Enter the Department Number field and type in the
Department number. While Preliminary 132 reports may be
generated on the division level, it is necessary to close the pay
period for the entire Department. The Final 132 must be
generated on the department level only.

Make sure that the Run in Background field is not checked.
Also check the printer settings to ensure that the correct printer is
selected. Click on the Green Checkmark. It launches the report
and automatically closes the pay period. All time posting
screens this pay period will now show a status of Distributed. If
you change your mind about running the Final 132 report, click
the red X.

Note: After the Final 132 Report has been generated someone
must authorize the payroll.

Continued on next page
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Authorization Process, Continued

Authorization

Process Steps
(Authorization)

Use CSDTAU to authorize the pay for an employee. This DTE Time Card
Authorization Screen (DTTCAUTH) requires you to swear or affirm that you
authorize this payroll for the employee. Place a Y in the Authorize Payroll

field.
The system checks for authorization before allowing the Final Authorized 132
report.

Step Action

1. Type the mask CSDTAU into the Type Ahead/History Box and
press Enter, or double-click it in the menu tree.

2. Press F3 and press Enter for Select New. The DTTCAUTH
screen displays with department, pay period, dates, your name and
the time card cutoff date..

3. Type Y in the Authorized Payroll field. Press Enter to save the
authorization. See Figure 18 on the next page for the affidavit’s
content.

4. Press F3. Tab to Select Refresh and press Enter to review your
work. Today’s date and time stamp next to Time Cards
Authorized should appear.

5 Press F8 to return to the Insight Explorer view.
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Authorization Process, Continued

Process Steps
(Authorization)
(continued)

Step

Action

€ Insight - County Training - [Output]

olxel &

DTE Time Card Authorization Teain C

nepr FIL pay Period [(BOL0A0 Fevin [Z702/2008 =nd [PEri6s2008
AFFIDAVIT TO CORRECTNESS OF ACCOUNT

The undersigmed being duly sworn, on ocath says: I certify that the psrsons
listed on this payrell wece in the eaploy of this agency on the dates and
for the time shown opposite their respective names, and are entitled to
receive the amounts indicated for payment. I Further certify that nona of
the persons listed are related to me within the degres prchibited by the

Penal Code, so help me God.

Nane [Feain € huthorize Payroll []

Final 132 Repore: Date | Time |
Time Cards Authorized: Dare | Time |

Time Card Cutoff: Dace EN‘LE!ZOSB

| oip WPeioce Wpcionsflicreen TR poov W exc W icn ) Exic]

uthorize Payroll Flag

Fig.18 Affidavit for Authorization of Employee’s Time
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The Final Form (Authorized)

Process Steps
(Final Form
Authorized)

Records

Step

Action

Type the mask CSDTRP (reprint) into the Type Ahead/History
Box and press Enter to access the dialog box to reprint the final
132 report. This will not recalculate the timecards; it only reprints
the Final 132 report that was generated, showing the
authorization.

In the dialog box that appears, select the Final Form 132 report.
The system knows that this is the authorized version, since the
authorization process has been completed.

Enter the Sort Order, Pay Period and Department Number as
before. Check the printer settings.

You may keep a hard copy as your record for the pay period.

"’1 Iﬂ]
- EI El l%}ﬁmﬂ Backgpound Sp:dahl

Enber Sont Ducher fox 132 Repaont [Alpa/Diefaul] D
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Erdei the Tepe 132 Repod

(%) Presherinary Forn 132 Report ) Findl Fiown 132 Flepont
Erter Type of Selection

(%) A4 T Cancls ) Changad Time Caedk

(2 Individual Tiene Caed

E ribes hem D spuatrsed Mumbes

Enbes the: Division Mumber [0 ptionad)

Cuarend Line Privder Satfings, Copées: 1, Dwvice: Z32TRMTC, Pricety 8 [ Edt ]

Fig 19 Dialog Box from CSDTRP
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CDD Reports

Introduction There are many CDD reports you can use for the DTE module.

= T CO0 Reparts
# ] Dept DT/PY
= {23 Dept DTE

bl DT 120 ORLESS {Dmft Hoars 30 Or Less)
5 DT _ALID_HRS_S40( Department Cummlaki
S DT _AUD_HRS_DEPT (Sheriff Department Cummulat
(3l OT_CMPTM_RPT (Compline used and earmed by id
4 OT_EM_CHiC (DT: DT_EM_POST Inout Repoet)

S OT_EM_CHEE_ID (DT: DT_BM_POSThy ID incut Rep
Sl DT_EMP_EQP_HRS (DT: Employee Equipment Hour:

|4l
Bl DTE_HR,_PSTD_POHM (DT: HOURS POSTED BY OR(
SN pyY_HRS_CMP_ERND (BENEFIT HOURS LISED WITH
S| Py _HRS _LISD_104 (DEPARTMENT 104 BENEIT HOU
SN PY_HRS_LISD_CKDST (BENFIT HOURS LISED REPGF
4 PY_HRS_USD_CMP (BENEFIT HOURS LISED WITH ¢
4| PY_HRS_USD_MAME (Benefits Hours Used (Alpha b
PY_OWRT_FY (REPORT TO CALCULATE OVERTIME
PY_PREATTND_RPT {Sebect Department PERFECT £
SN PY_PYHRS_LISD {PRICR. YEAR HOURS LISED REPOF
5 PY_USD_WHTIME (PY: BENEFIT HOURS LISED WITH

msna Fisk 3 FUTE Lios Toa

Fig. 20 Reports
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Location In the CDD report section on the Insight Explorer, you will find the folder,
Dept. DTE. Open it by clicking the plus sign (+). Then, select All Depts.
The CDD reports associated with DTE are displayed. Select the one that
meets your requirements. Complete the prompt box and print the report. Go
to www.justifas.net for descriptions of reports.

Example These are some reports you can generate with the CDD module:
reports

e DT_HRS_SUMM_NOBAL

e DT_HRS_INQUIRY

e DT_HRS_INQ_NDTL
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Chapter 5: CSDTSU

Overview

Introduction This section will cover how to view form 132 using CSDTSU.

Objectives After completing this chapter, the participant will be able to access and
interpret DTTCSUMM.

Contents
Topic See Page
Viewing of DTTCSUMM 42
Distribution List 44
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Viewing DTTCSUMM

Process Step
for using
CSDTSU

Contents

The Final 132
Report

Errors

Step Action
1. Type CSDTSU in the Type Ahead/History Box. Press Enter to
access the Time Card Summary screen.

Note that the Time Card Summary screen on the next page shows each
employee’s PCN and total hours for each type of hour posted. It is a snapshot
of the last Form 132. It includes Overtime hours, direct deposit information,
comp time balances, and salary information.

If any changes are made on any of the time posting screens after the
Preliminary 132 Report was generated, the changes (errors) will not be
included on this screen. Another Preliminary 132 Report and Error reports
will need to be generated. The Time Card Summary is only as current as the
most recently saved Preliminary 132 Report.

Once the Final 132 Report is run, the Time Card Summary screen will reflect
its contents.

If there are any errors, a Y will appear in the Errors field near the bottom of
each employee’s record. To browse, use the F5 and F6 keys. If there are
errors, the DTE clerk will need to correct them through a supplemental
payroll because the Final 132 Report has closed this payroll to further
changes.

Correct the error by going back to the employee’s record in CSDTTM.
Remember to change the last digit of the pay period.

Continued on next page
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Viewing DTTCSUMM, Continued

Errors

(continued) | € Insight - Haris County Training - [Output]
(5 :
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Fig. 21 Time Card Summary screen
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Distribution List

Time Posting Curt Weller (Director of Payroll, Auditor’s Office) has en email distribution

Procedures for [ist for the Payroll Clerks throughout Harris County. He uses the list to send

Payroll Clerks  out emails on important matters concerning time posting — deadlines,
changes, etc. To get added to the list, the new employee can have their

supervisor send an email to Curt, requesting the employee be added to the list.
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DTE Review

Answer the following questions in the space provided.

1. When the DTE clerk has sworn that the hours and distribution of the employee hours in
the system are, in fact, accurate, it is called
A. Distribution
B. Authorization
C. DTE
D. Scheduling

2. The report that has dual functions of preliminary and final approval in DTE is:
A. CSDTAU
B. CSDTRE
C. CSDTER

3. Open the pay Period Time Posting screen with
CSDTTM
CSDDTE
CSDTRE
CSDTER

CoOow>

4. To find a code for the type of hours when there is an exception, press in the
type field.

F1

F2

F3

F4

COw>

5. Anemployee has recorded 1 hour of comp time on his timesheet. The DTE clerk finds
out that the employee does not have 1 hour of comp time accrued to use. What can the
DTE clerk do?

A. Call the employee and tell him that he needs to specify another type of time.
B. Designate a vacation hour to take the place of the comp time

C. Designate a sick leave hour to take the place of the comp time

D. All of the above
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DTE Review continued

6. Match the mask with its description.

_____CSDTAU A Shows the hour balances

____ CSDTRE B Time card summary screen

_ CSDTER C Must be run each time you run a Preliminary report

___CsDhTSuU D Runs preliminary and final reports for an
employee’s payroll

____CSDTHR E Brings up a time entry screen

____CSDTT™M F  Shows the screen where you authorize payroll for an

employee
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DTE Review Answers

B Authorization

B CSDTRE

A CSDTTM

A Fl1

A Call the employee

Match the mask with its description.

Answers:

__F__CSDTAU A Shows the hour balances

__ D _CSDTRE B Time card summary screen

__C__CSDTER C Must be run each time you run a Preliminary report

_B__CSDTSU D Runs preliminary and final reports for an
employee’s payroll

__A_CSDTHR E Brings up a time entry screen

__E _CSDTTM F  Shows the screen where you authorized payroll for

an employee

47




